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16 August 1951

PDC MEHMORANDUM NO. S1-32
SUBJECY: Discontinuance of Form 37-4 and Form 38-17

REFERENCE: Personnel Director’s Memorandum No. 5-51, dated 5 July 1951

1. Effective immedistely, the use of Form 37-4, Service Recoxd
Informetion, and Form 3617, Personal Status Report, is discontinued.

2. Form 37-4 has been used to obtain information on prior Federal
employrent in order to transeribe this data on SF 2806, Individual Re-
tiremsnt Record. It has been also used as the basis for requesiing
personnial folders from other Federal apencies if the new employee indi-
cated employment in such agencies on dates after the PHS wes submitted
to this Agency. Prior Federal employmend will ne longer be recerded on
SF 2806. The Appointment Clerk is responsible for asgertaining by direst
questicning at the time the sppointment documenis are execuied whether
the nev employee has had Federal employment subsequent to that reported
on hisz PHS, If there is Federal employment, the Appointment Clerk is to
attach to the file a stetemsnt indicating the name and locality of the
Federal Agency involved, so that the Status Unilt will know where to address
& request for the persommel folder.

3. TForm 38=17 hLas been used to inform I%S0 eof changes in the marital
status of the new employee since the time the PHS was submitied to this
Agency. In the fubure the applicable portion of Form 38-1, Personal
History Statement, will be used by new employers %o furnish the date
requived by I&S0 in connsction with chenges in marital status since gub-
missior of their oviginal Personal History Staiemezats. Two copiea of
this Jorm will be obtained, one for I&S0 and ore for filing in ihe enm-
ployee folder, It will be necessary for the Appointment Clerk to
quaatice all sew appointecz directly to determine whether there has been
& chenge in marital statue, end if mo, to furnish ihem with two copies
of Forn 38-1 with instructions for £illing only ths applicable data.

Chief, Peprsonnel Division (C)
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